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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                                CONTINUE IN ITEM 4



3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: CAPT Michele Bullock, NOAA
	From Name: 
	Routing Code: MOPx4
	Address: NOAA Diving Center
7600 Sand Point Way, N.E.
Seattle, WA 
	Telephone Number: 
	Telephone Extension: 
	Billet Title: Executive Officer
	Billet Number: 0816
	Rank Requested: 0-3
	GS_GM Equivalent: GS-11
	New Billet_Yes: 
	Immediate Supervisor:  
	Title: Director, NOAA Diving Program
	Supervisor_Telephone Number: 526-6705
	Supervisor Telephone Extension: 
	Educational Requirements: Bachelor's degree in a science or engineering discipline
	Other Qualifications: Required qualifications: NOAA certified Working Diver and small boat operator.
Desired qualifications: NOAA certified Divemaster, experience in teaching and/or public speaking, and management; and CPR/First Aid instructor certification. 

	Billet Description: This billet is assigned to NOAA Diving Center (NDC).  The NDC functions as the administrative support center and primary facility for diver training and equipment maintenance and distribution for NOAA.  The Executive Officer is responsible for the day-to-day administration of the NDC, and assisting the Director, NOAA Diving Program (NDP) in administering the program on a national level.  
	Supervisory Billet_Yes: X
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: Primary duties include;
1. Supervising two GS employees (GS-9 & 6) 
2. Developing, approving and tracking the NOAA dive center's administrative budget 
3. Overseeing and managing the NDP air test program for all dive compressors 
4. Approving (certifying) time and attendance records for all NDC personnel
5. Determining annual Standardized Equipment Program charges to all units utilizing SEP equipment
6. Overseeing and managing the 'scientific diver' certification process
7. Authoring a monthly newsletter and compiling information for the NDP annual report
8. Answering diving questions from NOAA personnel and the general public
9. Serving as the Unit Dive Supervisor for all NMAO ships

	Reset Page 1: 
	Continue in Item 4: 
	Career Development Opportunities: The NDP will support the Executive Officer's professional development by providing challenging management and leadership opportunities which will assist the officer in preparing for increased responsibility.  Every effort will be made to take advantage of the officer's particular skills and interests.  

As Executive Officer for the NDC, this NOAA Corps Officer is frequently required to speak in front of groups of individuals from both within and outside the agency.  He/she is also required to communicate in written form with various individuals on a variety of topics.  Both of these activities will help to develop the officer's communication skills which can be utilized in future assignments.

As an instructor at the NDC, the Executive Officer also has the opportunity to work with a variety of government employees of all ranks and classifications.  This interaction develops the officer's recognition both within NOAA, the Corps, and other participating agencies.  Additionally, the various training classes offered at the dive center provide an excellent opportunity for the officer to gain valuable leadership experience.    

	Additional Comments: Duties and Responsibilities (Continued)

10. Presenting lectures, in-water instruction of skills and supervising diving operations during various diving classes 
11. Overseeing the Commissioned Officer Dive Pay submission process and handling of related issues
12. Serving as executive secretary to the NOAA Diving Safety Board
13. Performing various outreach and public relations duties as assigned 
	Supervisor Signature Date: 6/30/2006
	Reset Page 2: 
	New Billet_No: x
	Billet Priority_A: x
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 


